16. 


17. 


18. 


19, 


20. 


SECTION C — (3 x 10 = 30 marks) 
Answer any THREE questions. 


How to make communication effective? 
AptiuTs sei Asriy Gamertag) riug? 


Discuss the four forms of business letter, 
QUE Hig. 55 Sloot HITE SOW Upp) eeu. 
Draft a circular letter announcing a gift scheme on 


oceasion of Deepavali to increase the sales of latest 
designs of sarees. 


aiSusslws LLenerssarf est aumo 
ANWSUPS HAs Hsrsayid Suraan uha 
GasrOaughsrsayd Mduma asis siphons 
Sumas. 

Explain the types of reports. 

aimsir crensasoner Mars GS. 


What is meant by written communication? 
Mention its merits and demerits. 


TUSSA Sswid smi creme reire? ASST 
Biwo mosmor GENAIGS. 
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CCM33 — BUSINESS CORRESPONDENCE 


Time : Three hours 


Maximum : 75 marks 


SECTION A — (10 x 2 = 20 marks) 


Answer ALL questions. 
What do you mean by business communications? 
Aurr Sse Asriy rimma creer? 
Write a short note on formal communication? 
Yapura ssd Asriy uh AwGSAÙùY Ss. 
What are the form of application letter? 
Arar ssi wonyi unma? 
What do you mean by enclosures? 
Amaris erimmi crear? 
What is a tender? 
QUUHSLb crempmed ererat? 
What is mean by offer letter? 
Yaa, SASEA creme TET 
What is reminder? 
mamapi erenpmed ereina? 


10. 


il. 


12. 


Explain — Circular. 


EHopsens Slorssd 55s. 
What is meant by E-mail? 
letra grec eremm creiran? 


13. (a) How will you execute an order? 
SLLOET TUU (HUET 7 
Or 
(b) What do-you mean by circular? Mention its 


What are the uses of E-mail? : objectives. Cbs 
VEA ý Shoblsens crani riran? Gpréasang 
Dirag uer urgi? aE 


(a) 


(b) 


(a) 


(b) 


Write short note on (i) Trade reference 
Gi) Credit Inquiry agencies (iii). Bank 
reference. 


MGM wwr 


SECTION B — (5 x 5 = 25 marks) 


Answer ALL questions. 
What are the principles of communication? 
ssaa Asriy sSgiaumusct urme? 
Or 


What are the types of communication? 
ssuda Asmir cumssct wirenas? 


Explain the term (i) F.O.R (ii) C.O.D RSS o) What are the hints for- giving replies to 
(iii) C.W.O (iv) LOCO. status enquiries? 

i LAe Asis Qarer@pd GunGG rirerire 
G) F.O.R SSSI Ger cums? 

ii) C.O.D i 
ds 15. (a) Write short note on (i) Pneumatic tubes 


(ii) Conveyer system (iii) Telex. 


An 6Aiy sws (Ò HwGoys Glpmiser 
Or Gi) senGauusitr Seni (iii) Aawi 


(iv) LOCO cresuicns Merde. 


What are the structure of a business letter? Or 


AMS syad Qoow list wirenes? (b) Explain the merits of E-mail. 


Diaea pirmos ATG. 
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